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The Common Access Card — Appointment Scheduler

User Instructions for making, checking and canceling appointments

How to Access the Site

The Common Access Card — Appointment Scheduler (CAC-ES),
https://es.cac.navy.mil/cgi-bin/signup.pl, is accessed over the Internet via a web browser.
Typically, each issuance location has it’s own web pages with a unique URL. Each site
is responsible for publishing and/or transmitting that URL to personnel who are expected
to obtain their card at that location.

Scheduler Home Page

After connecting to the
CAC-ES web site, Users

2] hirps: e o natvy. mi Tt _idaFALON = oo |fur

will see the following web :
)

page. ()

There are three functions Ot

that can be accessed from Common Access Card Issuance

this page:

» Make an Appointment

* Look Up Appointment ek | VR | |

Site: PSD NAS Fallon

* Cancel Appointment

Questions about this scheduling website? Please contact the
Scheduling Help Desk at (717) 605-9382 (DSN 430-9382), or
doncacfacts@.navy.mil
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https://es.cac.navy.mil/cgi-bin/signup.pl

For questions, or
assistance, there is also a
telephone number
and/or email address for
your local point of
contact.

To Make an Appointment

Clicking the Make
Appointment button will
bring up this page. The
first step in making an
appointment is searching
for an available
appointment time.

Select a convenient
location from this list.

Enter a date range here,
or use the pre-filled
values. Then click the
Search button.

It’s recommended that
searches be limited to
one week at a time.
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Common Access Card Issnance

Site: PSD NAS Fallon

Maka Appoinimest | Lok Lip Appoinkmest Canesl Appesnimest
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I wu# " Bockmaks & Location [Petps: ¢ 75 o ravy mil/ogbinsianup £l | @7 what's Related

Search Criteria For APPOINTMENT TIMES At Site PSD NAS
Fallon

Building: [PS0 *~ Dates: 15-apr-2002 thru 19-sep-2002 =]

Dates From: |9/12/‘UZ To: IS/ 19/02 ¢ Morning  Afternoon © Any Time

/ (Example date f Y 6/15/01 or 15-jun-2001 or 6-15-01)
(T ict the search to one day, enter the same date for FROM and TO)

Search | Building Info | Horne Page

g =p=| [Document: Done
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Select a Time

Tl:le next Page dlSpl.ayed E“Buukmarks A Location: [ c.nawy.millcgi-bin/signup plisite_id=ralon ~ | @& wihat's Related

will be a list of available =
X . APPOINTMENT TIMES For Site PSD NAS Fallon

appointment times. The

example here shows the

result of a successful

search. If a search fails

[Building [Dates From Dates To [Time-Of Day |
[PSD (91102 (971802 [Any Time |

(To select a time, click on the Date/Time link)

. Date/Time [Day-OFWeek [Status
to ﬁnd avallable / 12-sep-2002 07:20 |Thursday Availahle
appointments within the 12-5ep-2002 07:40 [Thursday | Available

. . 12-sep-2002 08:00 |Thursday Availahle
dates Spemﬁed, a list of 12-5ep-200208:20 [Thursday | Available
the next twenty available 125002002 08:40 [Thursday  Available

12-sep-2002 09:00 |Thursday Availahle

appointment times will :
12-sep-2002 09:20 |Thursday Availahle

be dlsplayed /< 12-sep-2002 09:40 |Thursday Availahle

12-sep-2002 10:00 |Thursday Availahle

12-sep-2002 10:20 |Thursday Availahle

12-sep-2002 10:40 |Thursday Availahle

Ple a convenie € 12-sep-2002 11:20 |Thursday Availahle

by clicking on itS hnk \ 12-sep-2002 11:40 |Thursday Availahle -
(the hlue text). IR osumert: Done EE p

+| @507 What's Relat=d

| " Bookmaks A Location: [HIE vy.mil/egibin/s o
Esep- 2002 09:40 |Wednesday | Availabl =

18-5ep-2002 10:00 [Wednesday | Availabl

If another SeaI'Ch is 18-sep-2002 10:20 'Wednesday Available
. 18-sep-2002 10:40 'Wednesday Awvailable
desued, SCI'OH to the 18-5ep-2002 11:20 Wednesday | Available
bottom of the web page 15 50p 2002 11:40, Wednesday _ |Availahl
R 18-5ep-2002 12:00 Wednesday | Availabl

and click on the 18-5ep-2002 12:20 ' Wednesday | Available
Another Search button 18-sep-2002 12:40 'Wednesday Awvailable

18-sep-2002 13:00 ‘Wednesday Awvailable

18-sep-2002 13:20 Wednesday |Available
18 sep-2002 13:40 (Wednesday Availabl

18-sep-2002 14:00 'Wednesday Available

18-sep-2002 14:20 'Wednesday Awvailable

18-sep-2002 14:40 'Wednesday Awvailable

18-sep-2002 15:00 Wednesday Available

Another Search | Home Page

=1 [Document: Dane
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Appointment Information

When a time has been
selected a sign-up page will
be displayed. Please fill in all
the data fields. Be careful to
enter the correct email
address as the system uses
email to send cancellation
notices.

* Any four numbers will d0. ——— ssv guscs mamtersr. —

as long as they are
remembered or written down.
They are required for

canceling appointments.
/ (Please check your data befire clicking the Sign-Up button!)
Click Sign-Up when done. & Pearek s

Appointment Confirmation

This page is confirmation of a
successful appointment
booking. It contains
information on the date, time
and location of appointments,
as well as directions for
finding the location.

An email with this
information will be
transmitted to the email
address as provided on the
previous page.

7| " Bookmaks i Location [Disiot_date_and_time=12-sep-2002+08:20kday_cl_week=ThuisdaytADMIN_D= =] 507 What's Related

Appointment Sign-Up

[site [Building |Appointment Date/Time |Day-Of Week
[PSD NAS Falln [PSD  [125ep-200208:20  |Thursday

Last Name: First Name: Initial: [
Org Code/Company: FPhone:

E-Mail: |

(E-Mail address is required for your ic notification of appoi changes)

Personnel Type:  Active Duty ¢ Civilian  Comtractor  Reserve

Branch Of Service: ™ AF O Army O €G © Marines NG O Nay O OtherDOD

SIGN-UP Home Page

| @7 What's Related

w7 Boskmarks i Localion: [ips:/7es.cac.navy mil cgrbin/signip. pl

Sign-Up completed.

Your appointment confirmation number is: 00542

[site [Building |Appointment Date/Time [Day-Of Week
[PSDNAS Fallon. [PSD  [12-5ep-200208:20  [Thursday

[ vame [Code [Phone [EMad
[Farval, Bob F [Na [(555)555-1212 [farvalb @nab navy.anil

Instructions:

P3D Bldg 309

A confirmation message has been sent to you via e-mail. If you do not receive it, then you have probahly
entered your e-mail address incorrectly.

If you are not sure ahout your e-mail address, you should print this page for future reference.

Please bring the following to your appointment:

* Military and Civilin Employees (appropriatedinon-sppropriated; direct/indirect foreign nationals)

1. A pisture ID
&y [=0=| [Dacument: Done:
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Appointment Instructions

Scroll down the confirmation

page to see generic 4 oo Locoion : 7] @ bt s
instructions, including what to entorod your o-mail ddress ncoreoctly. r
brlng tO the appolntment' For If you are not sure ahout your e-mail address, you should print this page for future reference.
more comprehensive
. . . Flease hring the following to your appointment:
Instructions on What to brlng’ * Wilitary and Civitian Emplayses (: isted istad; directiindirect foreign
check with the local issuance L A picze D
2. Vour government e-mail address (full Internet name; no AOL accounts, elc)
authorities . 3. A six(§) to sight (9) digit Personal [dentification Musmber (PIN)

® Hew DoD Civilisn Employees, Government Contractors, Others not listed above

1. Two pictuze IDs
3. Vour e-mail address (see above)

There iS a llnk on thlS page to 3. A six(6) to eight (9) digit Personal [dentification Numiser (PIN)
. 4 Completed gudsiened DD 11722
an Adobe Acrobat version of memp?mmemsmgm or Dl s b ot oftheis st o e of o

original issuing activity and the Serial Humber of the badge can be recarded and accepted ss proof of ID for an cligible

the DD1172-2 form. This eestactar
form can be filled out on the e e
computer and then printed. s conel s ppinment, Howeve i ous espcmsiiy o e oot et s e st

cancaliations made within a week of your appointment will severely impast the Command's overall conpletion date objective

No Shows
The Common Access Card Installation Coordinator will be notified of all HO 3HOWAS, LI
& =0=] [Bocument: ane 20|
Look up the Appointment
Click the Look Up : -
] bigrs: s oo vy P ile_d=FELLON - "Gl Linke

Appointment button to >N
review appointment data. =4
pp &

Common Access Card Issnance

Site: PSD NAS I

Make Appoinimest | | Look Lp Appoinkmest Cancal Appentmest

B[4 trramat
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Appointment Search Criteria

When the search page comes
up, enter the last name and
last four numbers of the

appointee’s social security
number, or four-digit number

used during Appointment
Sign-Up, then clifd(\}

Continue.

Appointment Search Results

A successful search will
return the date, time and
location of the appointment,
as well as the contact
information for the person
who holds the appointment.

2003-07-08, Revision 1.3
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~| @7 what's Related

| b Bookmaks & Location: [N

Look Up Appointment

‘ Last Name: IF

SSN (last 4 numbers): W

Continue Home Page
ElR [Document: Done S % P B 2 | 4

7w Bookmaks A Location [https://e5 cas navy.millcgibin/signup pl | D7 what's Related

Appeointment Information For Confirmation Number 00542

[site [Building [Appointment Date/Time [Day-Of Week:
[PSD NASFallon [PSD  [12-5ep-2002 08:20:00 | Thursday

[Cote [Phone [EMail
[Fawal, Bob F [NA_(555) 555-1212 [farvalb @snah navyanil

[Mame

Horne Page

& ==

|Dacument: Done




Canceling an Appointment

The first step to

Cal’lcehng an 81 hecps: s cac nawy mdfiske_deFRLON - =] woe | i
appointment is to click @
the Cancel Appointment o

\

button.

Common Access Card Issuance
Site: PSD NAS Fallon

Moks Appoiriesrt | Lok L Apponinent | Cancel Appoirimest
Cancellation Search Criteria
E[ " Bookmarks & Location: | ntips://es.cac. navy. mildegi-bin/signup pl *| 5 Whal's Rclated
Enter the last name and last Cancel Appointment
four digits of the Social \

Security Number, or four-

\ALast Name: [churner
digit number used during \

. . SSN (last 4 numbers): lm
Appointment Sign-Up, of
the person whose

. . Continue Horme Page
appointment is to be
canceled. When ready,
click the Continue hutton
& == Document t: Done
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Cancellation Data

If the search was
successful, a page will be
displayed that has data on
the appointment.

Additional information
must be submitted before
the cancellation can take
place.

The Reason for Canceling

As part of the issuance
process, data is being
collected on the reasons for
cancellations. Please pick
the most appropriate reason
for the cancellation from
the pop-down list.

7| w7 Bookmarks & Location: [itips./7es cac navy.mi/carbin/signup gl | @07 what's Related

Cancellation Request

Confirmation Number: 01104

I Site [Building |Appointment Date/Time [Day-Of- Week .
Demo [PSD NAS Fallon [13-sep-2002 07:00:00  |Friday I
I |Name |Cm‘le ‘Phune ‘E—Mail
. | Thumer, Robert ¥ [NAVY SUPPLY 555-555-4321 |thurnerb @navair navy.mil I
Cam:ell j
Reason:
Comment
(Optional):
CANCEL Thig Appointment Home Page
3 =b=| [Document: Done
£ Bookmarks S Location [ritps://es.cac navymi/ogibindsignup plZsite_id=demo | @17 What's Relsted

Cancellation Request

Confirmation Number: 01104

Site Building |Appointment Date/Time [Day-Of-Week
Demo [PSD NAS Fallon [13-5ep-2002 07:00:00 | Friday

|Name |Cm‘la ‘Phnne ‘E-Mail
| Thurner, Robert ¥ [NAVY SUPPLY 555-555-4321 thurnerb@navair.navy.mil

Cancel [CAC Gystern Dawn E
Reason:

Comment My Mistake In Making Appaintment
(Optional): Time Conflict

Lo
CANCEL|| pid ot Bring All Reguired Materials

E1E= [pocument: Dane
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Cancellation Comments

2w Bockmarks A anatinr\'lhltps /es.cac.navy. mil/ogibin/signup. pl?site_id=demd | @™ what's Related

If desired, a comment on the
cancellation may be
submitted.

Cancellation Request

Confirmation Number: 01104

Site | Building [Appointment DaterTime [Day-Of-Week
Demo | PSD NAS Fallon [13-sep-2002 07:00:00  Friday

When ready, click the
Cancel This Appointment [Name [Code [Phone _||E-Mai

| Thurner, Robert ¥ [NAVY SUPPLY [555-555-4321 thurnerh@navair navy.mil

button
Cancel |CAC Syetem Down j
Reason?
Comment
(Optional):
‘ CANCEL This Appointment Home Page
== [Document: Done Sl e a2 B 2| 4

Successful Cancellations

2 ulf " Bookmaks A Location [ ~| @1 What's Felated

If the cancellation was
successful, this page will

Appointment with confirmation number 01104 has been cancelled. i

be dlsplayed It contains Cancellation Date/Time: 12-sep-2002 19:51 EDT

information on the

appointment that was Site |Building |Appointment Date/Time [Day-Of Week

canceled Demo [PSD NAS Fallon [13-5ep-200207:00  Friday
‘Name ‘Cm‘le ‘Phnne |E—Mai.l

[Thurner, Robert Y [NAVY SUPPLY [555-555-4321 [thurnerb@navair.navy.mil

A cancellation notice will
be sent to the email address
that was recorded when the

Cancel Reason: CAC System Down

. . . A confirmation message has been sent to you via e-mail. If you do not receive it, then
appOIHtment was Orlgll'lally you have probably entered your e-mail address incorrectly. |
made. An aCthC URL iS If you are not sure about your e-mail address, you should print this page for future

. reference.
provided to make a new
appointment.

You need to make a new intment to receive vour C. Access Card! =
= |Document: Done Sl e Y AP Edl 4

This summarizes how to use the Common Access Card - Appointment Scheduler. For
assistance or additional information, please use the telephone number displayed on your
site’s Scheduler Home page.
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